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APPLICATION FOR RECORDS RETENTION SCHEDULE 4 

-- - 
pplication Number 

~~ 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing t h i s  for4. Forward signed original to  
Department of Archives and History, Records Management Division, 330 Capitol Aven&, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

- Bl-2L-A Office of Vocational Education 
Division ,of Program Development 

Atlanta, Georgia 30334 

Date Received Date C?mpleted 

D E C  1 0  1981 I DEC 2 9 1981 
333 State Office Building '- ~ 

.___~ ~ ~~ ~__ . ~~ .~ ~~ 

FOR RECORDSMANAGEMENT USE - -- FOR AGENCY 
pplication Date Application Number 

. Dates of Series 
:arliest Latest , To Present 
-- 

5. Rewrds Serier Title (followed by title used in office; if different) 

Personnel Development Program Grants/Contracts Files 

. .  

. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Coordinating staff development activities resulting from Personnel 
Development Grants. 

lnduded are: Project Proposal (Requests For Proposal, RFP, and/or Prospectus may be 
included, if applicable; alqo, budget form DE 0448); grant agreements; 
correspondence; interim reports (including form DE 0220); and ClOSe-OUt 
correspondence. 

File is arranged: Numerically by Project number and alphabetically by conducting institu- 
tion. -- - 

I. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
weekly , 

; Seven to twelve months old ; Thirteen to twenty-four months old 

-- twentxfke months ~d older 7 
I. Annual Rate of Accumulation= 

Letter-size drawers 2 ; Legakize drawers ;Shelves : &&r ( m i f y )  

1-50-71. Rev. 76 (OW) 



K -- 
X 

~ I x I c. Is thita v i t a L E d ?  
] x I d. Does th is  series have historical or long term research value? 

h s - 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If ya,hte law or regulation. 
If not.wh ere i r it? 

I 

J1 
1. I 

a. When one or two documents in the file make it newssary to keep the entire file for a long period, could these 
.L . .  - .~ .& - . , . ,I 

?etention Requiraments The following requires the series to be kept: 

a. State Law years. d. Audit period 1 years. 
b. Statute of limitation -years. e. Administrative need 1 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
.~ . . ~ .  . - ., , 

1 L  
-. . ~. 

State audits annually. 
-staff ~. Development ~~ programs :frequent>y b p i l t  onto or .. t i e  into  - programs of previous .~ 

, .  years; thus, f i les  are needed for . feference,. ~~ . ~ 

. 
.. 

- -  .~ -~ 7 

2. Appoved, Disposition .~ ,~ Instru-f ,~ - 
Calendar Yea(;= Fiscal Year; 

% . c , , : ' :  .. 

. .  . .  ... .~ 

Hold in the current files area month(s) 2 yearb); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 

0 Other (Specify) 

yearb); then 
yeark); then 

fl Transfer to State Archives for permanent retention. , 

. . .  . .. ,. . - 
. .. . , 

" <  ~i . . ,~ ~ ... 

These instructions apply to all prior and future accumulations of the series. 

7ecommendationr in pma- 
raph 12 are approved. 
?f disapproved, atrsd, k w  
I f  explamtion.1 



. .  

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-? for instructions on completing this form.','Forward sigrled original to 
Department of Archives and History, Records Management Division. 330 Capitol Avenue', Atlanta, Georgia, 303.34, 
Attention: Schedulina Section. 

. 
pplication Number 

~~ ~~ - 
FOR RECORDS MANAGEMENT USE ' FOR AGENCY USE 1. Agency Address 

pplication Date Department of Educat ion Application Number 

S f -  26 O f f i c e  of Vocat iona l  Educat ion 
Divis ion of Program Development 
333 S t a t e  O f f i c e  Bui ld ing  Date Received Date Completed 

A t l a n t a ,  Georg ia  t-q-et 1~~&q-s\ 

. Dates of Series 
:artiest Latest 

To Prest .nt  1- 

. 

5. Records Series Title ffollowed by title used in office; if different) 

Personnel  Development Program Grants/Contracts Files 

1. Record Series Desmiption This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documntsrelating to: Coordina t ing  s t a f f  development ac t iv i t i e s  r e s u l t i n g  from P e r s o n n e l  
Development Grants. 

RequES+ 4 - h  Prop-\ 
lnduded are: P r o j e c t  Proposa l  (RFP a n d / o r  P r o s p e c t u s  may be i n c l u d e d ,  i f  a p p l i c a b l e ;  

a l s o  budget forms DE 0448); g r a n t  agreements;  correspondence;  i n t e r i m  
r e p o r t s  ( i n c l u d i n g  form DE 0220); and close-out  cor respondence .  

File isarranged:"UmericallY by P r o j e c t  number' and a l p h a b e t i c a l l y  by conduct ing  i n s t i t u t i o n .  
.~ -\ 

I 
-1 B. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 
d a i l y  ; Seven to twelve months old d a i l y  ; Thirteen to twenty-four months old ,.weeklv ; 

.twenty-five months a e e r  WnuallY 7 - 
9. Annual Rate of Aecumulation of-Rewrdj ~r . 

Letter-size drawers . 2 ;'Legal-size drawers , . ; Shelve: -; Other I & c i f y )  

R-50-71; Rev. 76  (Over) 



~~ 

. .  ~. 

c 10. Questionnaire (kce'an "X" in the proper column) . 
I 

a. I s  this the official mpy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, dite law or regulation. 

c. Is  this a vital record?, 
d. Does this series have historical or long term research vabel -  
e. When one or two documents in the file make it necessary to, keep tk entire file for a long period, could these 

documents .$e_s&eduledsmrab?lxL ._._I ---- 1-- -. 
f. Is the information contained in lh i r  series ever Dublished? If ves. attach COD% 

If not. where i s  i t 7  

, \ 
. 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
If yes. wh ere? . E r t i a l l i c a t i o n  .. - of f i s c a l  material i n  Office of Administ- 

i. u h i s  seri&.&majQcpn of k k e k l a r l v  mWmdL 
I. Does t he record series &.' I m u t  er o r ~ u t ?  f i s c a l  monitoring data(FACS1 

if yes. s t ~ ~ h h r o ~ y . S o m e t i m e s ~ ~ ~ ~ r ~ ~ d . ~ n -  f i n a l q r o i s t  repozL-- 

:ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period -years. 
b. Statute of limitation -years. . e. Administrative need - L y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exer t  of laws or regulations. Explain administrative need. 
Sta t e  , audi t s  annually 
Staff'Bevelopment programs frequently b u i l t  onto 'or t i e  i n to  programs of previous years, 
thus f i l e s  a r e  nbeded f o r  reference. 

c 

. .  . ,  

z , . . .. . .  . .  
, .  

__I 
. ~ . . . .  

12. Approved Disposjgon &t!u*ons~. I ~ h i s ~ a g e n c y . ~ . ~ ~ ~ 7 m e n d ~ f h a ~ t h e , f j l e  sqries b e  spt offat:the. end of each: ~, 9 .  ;:. 1 lo: .i 
0 Calendar Year; GI Fiscal Year; 0 Other - then, 

I3 Hold in the current files area . 
0 Transfer to  local holding area; hold ----year(s); then 
0 Transfer to  State Records Center; hold 
0 Destroy. 
[B Transfer to State Archives for permanent retention. 
0 Other (Specify) 

month(s) 3 yeads); then 

yearb); then . 
I 

. .  

: :  . .  

These instructions apply to a l l  prior and future accumulations of the series. $ 

- State Records Committee (Signature) -. Date 
Recommendations in 
graph 12 are approv 
(If disapproved, attach letter 
o f  explanation.) 

State AuditorIDesignee /&- rj P Y 

I Attorney GenerallDesignee 
A*-50-71; Rev. 76 ~~ - (RsverrsSiddt  . .  ' . ~ -~ . ,.. . . . .  ... .,. .. . . 


